
TRANSFER ARD/IEP MEETING PROCESS
For a Student Transferring in to HISD

START

Student Transfers from Out-of-
District

Review transfer school records
including report cards,
transcripts, class schedule,
state assessment participation

All enrolling students check in
with the special education
department chairperson during
the enrollment process.

Is student
transferring

in from out of
state?

Use the Texas Records
Exchange (TREx) system
for fast and easy record
retrieval.

The student
received special

education services in the
previous district?

Continue general
education enrollment
process

No

STOP

No

A

Yes

A

Documentation is provided
indicating that the student was
receiving special education
services in the previous school
district.

Deliver comparable services to
student

Yes

A consultation was
held with parent to discuss
the student’s IEP from the

previous district.

Is student
represented by a parent/

guardian/surrogate parent or
adult student?

Does student reside in a
residential facility?

Yes

No

STOP!  Do not have Transfer ARD/
IEP committee meeting.
Immediately upon enrollment,
complete the Request for
Surrogate Parent and Verification
form and submit it to the Office of
Special Education Services

No

A surrogate parent is assigned to the student B

Yes

B

The student will receive
comparable services provided

in the previous

Yes

No

Yes

No

No ARD committee meeting is
needed until the 30-day
placement ARD

C

D
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By 10 calendar days,
has the student’s out of district

school
records been received?

Evaluation
representatives
are notified.

Yes No

Evaluation
representative and
department chairperson
prepare documents for
30 day placement ARD/
IEP meeting

Department chairperson
notifies evaluation staff
within ten calendar days
if Full and Individual
Evaluation (FIE),
speech evaluation, and
etc., is not received.

Does FIE and
accompanying data meet Texas

Education Agency (TEA) and
Houston ISD guidelines?

No

All applicable
documents/
reports are
forwarded to
the appropriate
staff.

Evaluation staff completes
appropriate documentation of
disability form(s).  Department
chairperson and evaluation staff
schedule 30 Day ARD/IEP committee
meeting with parent and appropriate
staff.

Yes

Preparations are made
for the 30 day  ARD/IEP
committee meeting.

30 day Placement ARD/IEP
Committee meeting is held.

Evaluate the student within
timelines

Transfer ARD/IEP Committee
meeting is held.

Notice of ARD/
IEP

Does parent/adult student
agree to waive the 5  school day

meeting notice?

Complete Notice of ARD/
IEP Committee Meeting

Yes

Schedule meeting with 5
days notice

No

C

Complete ARD/IEP
Committee Meeting
Participation Checklist

D Is the ARD/IEP Committee
requesting an evaluation?

Evaluate the student within
timelines Yes

Student’s program is implemented

No

End to transfer process
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